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Moving your office from one place to another isa
farly common, and sometimes traumeatic, experience.
It can be difficult to continue your day-to-day work
and make amove into new quarters. We dill have
gnments and projects to complete, requests to
fulfill, and bosses and dlients to keep happy while
we're in the process of moving.

Just like the three most important things when you
buy a house are “location, location, location,” the
three most important things when you move your
officeis*planning, planning, planning.” Too often,
little thought goesinto moving the records in the
office. In fact, moving your recordswill probably
require the most planning.

Theitemsincdluded in thistoal kit will give you the

tools necessary to plan and implement a successful
move of your office records. It will help you:

=2 Determine what needs to be moved.

=2 Decide what to do with what shouldn't be
moved.

= Pan for the effective use of space and
equi pmen.




MOVING YOUR RECORDS...

...A short Checklist For Managers

Moving your records is an essential part of your
successful move to new space. This checklist is
designed to help you plan for your next move by
outlining the records management issues that need
to be considered. The key to a successful moveis
moving only those records that need to be moved.
Attention to your records before the move will:

v/ Lower your moving costs.

v/ Improve control over your information assets.

v/ Boost morale and lower stress.
Waiting until after the move can result in:

v’ Wasted dollars and time.

v Lost, misplaced, and abandoned records.

v Less productive staff.

On the next page you will find alist of the steps to consider as you
make your plans, and contacts for additional information.



Hereisalist of the steps you need to take:

Q Assign alead person
(Records management knowledge is a plusl)

Devise atimetable.

Identify records on hand.

Sort the records and nonrecords.
Purge outdated materials.

Pan the new space.

Retire inactive records to the Federal Records Center.
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Determine placement of records and nonrecords.
d Work stations
Q Centralized activefiles (if applicable)
a Centrdlized inectivefiles (if applicable)
Q Technica reference collection (if gpplicable)
d Pack into boxes.
After the move...
Q Unpack and organize.
The National Records M anagement Program can assist you by providing:
v Tool kits for move coordinators and staff

v Records schedules

v Forms - SF 135s
Sample inventory forms

For moreinfor mation, contact:

NRMP Help Desk: (202) 566-1494 Help Desk Fax:: (202) 566-1491
E-mail: records@epa.gov Internet: http://mww.epa.gov/records



GUIDELINES FOR PLANNING A MOVE

Panning a successful move requires a tremendous amount of planning and coordination. Y ou
can't sart the planning process too early. Whether you are planning a move for five people or
severa hundred, the sooner you can start, the better.
Hereisasample of the activities you need to include.

As soon as you know about the move:

v Assign alead person to coordinate meetings and assign responsibilities.

v Start planning meetings with affected aff.

v Meset with gpace planners (probably someone in your Fecilities office)
about move dates, space dlocations and what’ s happening with existing
equipment.

You'll dso need to discuss any specid records management
requirements such as reinforced floors for certain types of filing
equipment, eectrical outlets for PCs, etc.

v Develop atimeline - Who does What and When.

Other activitiesto include are:
v Ordering new equipment, furniture and supplies.
Identifying and inventorying existing records.

Coordinating records clean-ups.

Retiring digible records to the Federd Records Center.

N N S SN

Planning placement of equipment and records in the new space.
v Labeling and packing.
After the move...

v Unpacking and organizing.



When developing your timeline for the move, remember that there can be lots of varigbles, and
you may need to revise your timdline frequently. Here are some of the issuesto consider:

Some activities can be done concurrently. For instance, your inventories and clean-ups
may be done a the sametime.

The time required to obtain new equipment and furniture may vary by location. If
ordered too early, it may need to be stored. If ordered too late, you may have to store
your records until it arrives.

The time needed to complete your inventory, records retirements, and packing will
depend on who is available to do it and how much time they can devoteto it.

Individuas will probably be responsible for packing their own materids. Who will be
respongble for packing centraized file stations or records centers?

If your officeis reorganizing at the same time, you may need to schedule additiona time
to reorganize the records too.

Asyou can seg, there are lots of issues to be consdered as you make your plans. The move
planning guidelines on the next few pages are adapted from a document developed by the
headquarters Office of Solid Waste and Emergency Response (OSWER). Thiswill give you
an idea of the stepsthey took. Remember, thisis only asample - Y ou will need to develop
your own plan.

We ve ds0 included a sample timeline form you can adapt for your use.
Other items included in this tool kit will help you through the various stepsin the process.

Moving Y our Records...A Short Checklist for Managers
Checklist #1: Records Inventory
Checkligt #2: Records Cleanup
Checkligt #3: Retiring Records to the FRC

Part 1 - Records Schedules

Part 2 - Preparing Records for Retirement
Checklist #4: Space Planning

Part 1 - Effective Use of Space

Part 2 - Choosing Filing Equipment
Sample Record Inventory Form
Sample Electronic System Inventory Form



MOVE PLANNING (Adapted from an OSWER document):

1.

2.

Meet with management to discuss move preparation needs.

Meet with the groups or representatives of the groups who are moving to look at what
will need to be consdered and why.

Gengrd issuesto condder:

Reducing the volume of their records prior to the move 1) so thet there isless
to move and 2) so that the new space will be used effectively. Reduction can
be accomplished by practicing records disposition; i.e., digposing of records
past their life and retiring records to the Federa Records Center (FRC).

Panning what records will be housed in centra filing areas and what will be
held in thework gations. Plans will need to include the dlocation of central
filing space, so as records are moved, the boxes can be assigned to and placed
in the gppropriate shelving aress.

The program offices may want to take this as an opportunity to look at sarting
on the development of new or improving existing filing sysems or file plans. If
they do not fed they need to develop afile plan, then they will minimaly need to
develop some method for shelf identification and for monitoring the use of the
centrd files for retrieving files and refiling.

I dentifying what information and assstance they would like for the records
support staff to provide in terms of guidance, training, etc.

Find out more specifics about the move and the new facilities.

The exact dates of the moves and which groups will be moved to what floors.
The number of work spaces assigned each group.

Thetype of filing equipment that will be in the desgnated "filing" rooms.

The number and location of any other non-workgtation filing equipment.

The numbering scheme that is being used for the movement of boxes and
equipment from the old location to the new location.

Go into office areas and get a generd picture of what does exist in comparison to the
information collected by Facilities gaff on existing number of file cabinets.



For example: According to information the following offices have the following amount
of file materid. This needsto be verified:

Policy Management 615 Ift
Emergency Response 3150 Ift
Invedtigation 1125 Ift
Education 630 Ift
Find out from each group:
! What records do they have?

Name according to existing schedules
Volume of each record group

What records are kept in the work spaces?

Name
Volume

What records are kept in central files?

Name
Volume

What records are kept in binders? any other odd-sized folders?

Name
Volume

What records are due for:
Destruction (past their life)

Name
Volume

Retiring (closed out, past their holding requirements, and eligible for
FRC storage)



Name
Volume

What recordswill be moved (active, non-closed out records)

Name
Volume

Implement actions for each of the three identified groups of records above.

Records Destr uction:

Organizea" Clean-Up Campaign.”
Designate a person to oversee the clean-up operation.
Set adate(s).

Coordinate this date with "Operation Clean-up” so your office will be included
in clean-up dats.

Contact Recycling Support Supervisor for recycling barrels to be placed and
moved asfilled.

Prepare alist of records identified as digible for destruction to pass out to
programs prior to clean-up date(s).

[This may take some education to daff asto what makes something eligible for
destruction.]

Have records contact person available on day of clean-ups to answer questions
concerning whet records are digible for destruction.

Records Retiring (Disposition)

Designate a person to oversee digposition operation.

Obtain a copy of the Nationa Records Management Program (NRMP)
publication Using the Federal Records Center: A Guide for Headquarters
Saff [http://mwww.epagov/records/tools/toalkitsusingfrc/index.ntm]. This
publication will guide the program staff through the disposition process.

Order boxes for records retirement. Base the order on estimates.



[To estimate the number of boxes each program will need to retire records to
the FRC, use the following formula

No. Ift of current files X 10%
1.25

If aprogram plans to retire more materia, which they probably can since 40%
is the average number of records digible for off-ste storage, they will need to
subgtitute the 10% in the formula with whatever percentage of reductionis
planned. The 10% is based on reasonable reduction expectations]

Set a"last date” for having records moved to FRC. (Should be 2 weeks prior
to move date, at the latest.)

Prepare records for retiring.

Review records for file bresks (file cut-off or closure).

Prepare records for boxing by separating by record groups and closure date.
Estimate the number of boxes required for each group and closure date.
Obtain supplies.

FRC Boxes

2 inch strapping (filament) tepe

SF 135 Records Transmittal and Receipt forms

Black fdt-tip markers

Contact the Headquarters Records Officer or your Regiona, Laboratory, or
Field Office Records Officer to obtain accession numbers for filling out the SF
135 Records Transmittal Form. Y ou will need to communicate:

The name of the records to be retired.

The number of boxes for each group and each closure period for the records to
be retired.

Place filesinto boxes and write a box inventory for the contents of each box.
Fll out the SF 135 form and submit to the Records Officer. Thismust be

done at least 4 weeks (and no later than 3 weeks) prior to move. It takestwo
weeks or 10 working days for FRC approval.



[Some FRCs have redtrictions on the number of boxes which may be retired a
onetime, S0 be sureto factor thisinto your plan.]

Once gpprovd is given, write the on number in the upper |eft hand
corner of each box in the accession and the box number in the upper right hand
corner. This should be written in block letters with a black felt-tip marker.
Close top of boxes by interlocking flaps; do not tape the top of the box.

Fill out EPA 5100-3 Fecilities Services Request form (headquarters only) to
have boxes moved from work areafor shipment to the FRC. Thismust be
done o that al boxes are planned for remova from work area and shipment at
least 2 weeks prior to the actual move to the new building.

Once the records have been shipped to the FRC, keep an office record copy
of each SF 135 and Box Inventory. These records will be vita for future
records retrieval from the FRC.

Moving Active Recordsto New Facility

Desgnate a person to be in charge of moving records to new facility.

Determine the number of linear file feet of active recordsto be moved. The
number of file fet will be:

No. of current Ift of files- (No. of cft of records destroyed + the No. of cft [no.
of boxes] shipped to the FRC x 1.25)

Determineif library carts can be used for the move ingtead of boxes. Using
carts will make it easer to find recordsif they are requested and less likely to
“losg” boxes during the move. Carts can be shrink wrapped to keep the
foldersin place during the move.

If boxes are to be used, order FRC boxes. To estimate the number of boxes
needed for moving, use the following formula

No. of Ift of active records
1.25

Preparefiles for packing.
Identify and separate files according to record groups.

Placefilesin correct order that they should be arranged on the shelves. When
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assigning files to shelves, estimate that gpproximately 2 boxes or 2-1/2 linear
feet of fileswill go into the 3-foot shelves.

Mog shelves are 3 feet; some are less. This needsto be figured into file
placement.

Peack filesin order in the boxes or on the carts. Do not overstuff the boxes
since they will not close properly and may come open during the move. Leave
boxes open for active file use during the packing process.

If using boxes, consder renting carts to place the boxes on so they can be
accessed during the packing process.

Fill out the Box/Cart Identification Form (see sample) and place insde each
box or tape to each cart.

Thisform will identify:
Name of the record group being packed.

Box or cart number of recordsin thisgroup. If there are 10 boxesin this
group, the first box would be 1/10, then 2/10, and so forth to 10/10.

Office and work space number from where the files are being moved and if
goplicable, employee name.

Office number, location number, and placement number for where thefiles are
being moved.

[Discuss this numbering system with the move committee to see what they have
devised and what, if any, additiona identification would be necessary.]

Write new location number and placement order number in the upper right hand
corner of each box or cart in black felt-tip marker.

For records going from one individua workgtation to another, what will be
written on each box or cart will be:

Employee name, new office number, and placement order number

For records going into centrd files what will be written on each box or cart will
be:
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Centrd File Location Number, Centrd File Section Number, Centra
File Shelf Number, and Box Number (i.e., 1/10, 2/10, etc.)

Fill out a Records Moving Inventory Sheet (see sample) for each office moving.
This sheet identifies:

Name of the Office;

Name of each group of records and number of boxes or cartsin each group;
L ocation number from where the boxes or carts are being moved from;

L ocation number to where the boxes or carts are being moved.

On the day before the move, sedl the tops of al boxes with one pull of tape (2
inch strapping tape) across the top seam. Place shrink wrap on the carts.

Prominently place the location numbers of centrd file sationsin each file Sation
area desgnating the station number, section number, and shelf numbersin the
new fadlity.

Desgnate individuas to be present in each area of the new facility (especidly a
each centrd file sation) to oversee and coordinate the placement of the boxes
or cartsinto the correct area.

Asfiles are removed from the boxes or carts and placed on the shelves, the
Box/Cart Identification Forms should be used to check off the boxes or carts
from the inventory sheet. If thisis done then the office will be secure in the
knowledge that dl records have arrived.
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Sample Box I dentification Form

Box/Cart Identification Form

Recor ds (name of records)

Box/cart _ of

(number of boxesin group)

From _To_

Office/Work Space Number Office/Location/Placement Number

Fill out the Box/Cart Identification Form and place inside each box or tape on each

cart.

Thisform will identify:

v

v

Name of the records being packed;

Box or cart number (If there are 10 boxes in this group, the first box
would be 1/10, then 2/10, and so forth to 10/10.);

Office and work space number from where the files are being moved
and if gpplicable, employee name;

Office number, location number, and placement number for where the
files are being moved.
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Sample Records Move Inventory Sheet

Office:

Name of Records From To
(Location number) (Location number)

Fll out a Records Moving Inventory Sheet for each office that ismoving. This sheet will
identify:

Name of the office
Name of the records and number of boxes or cartsin each set;

Location number from where the boxes are being moved,;

N N SN SN

L ocation number to where the boxes or carts are being moved.

14



Sample
Move Timdine Form

Office:

Steps

Responsible | Start Date Completion
Person Date

Notes

Assgn lead

Mest with
office

Meet with space
planner

Devdop timdine

Order equipment,
supplies and furniture

Records inventory

Records clean-up

Retire records to
FRC

Plan new space

Move

Unpack and
organize
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CHECKLIST #1. RECORDSINVENTORY
A records inventory is an important part of your move plan. An inventory will help you identify:

. What needs to be moved;
. What can be retired;
. What can be recycled or destroyed.

Moving only what needs to be moved will save time and money -- and make it easier to find
what you need once you' ve moved.

The purpose of this checkligt isto give you alisting of the minimum information you need to
collect for asuccessful move.

A sampleinventory form isincluded in thistool kit; others are available from the Nationd
Records Management Program (NRMP).

If a al possible, complete as much of the inventory form as possible even though you may not
need dl the information for your move. The information will assst you with future records
management projects, such as developing new records schedules or file plans.

| Identify the custodian and location of al materids. (Don't forget closets, storage aress,
and empty offices).

v Assign codes to rooms, cabinets, and drawers.
v Use coded stickers to attach to each drawer during the survey.
v Reference the codes on the inventory form.
Q Identify the records by (choose one):
v Title (e.g., Budget - 1995)
v File code (e.g., ADMI 110)
v Type (eg., budget files)
d Indicate the Satus of the materids:
v Record
v Nonrecord
v Technicd reference
Q Determine restrictions (e.g., confidentid business information)
Q Indicate the approved records schedule:
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EPA GRS Unknown
a Describe the records.

Purpose (e.g., why the records are created)

Type of documentation (e.g., correspondence, forms, agreements)
Type of storage (e.g., room shelf, desk drawer)

Arrangement (e.g., dphabetic, chronological)

Format (e.g., diskette, paper, photographs)

Dates of records (e.g., 1992 - present)

File break (e.g., end of fiscal year)

File controls (e.g., controlled access, locks)

Related files (e.g., CBI in locked cabinet)

SSSSNSNANSNANS

Q Compute volume by using the following vaues:

Filedrawer (vertica) - letter = 1.5 cu. ft.
- legd = 2.0 cu. ft.
Desk file drawer = 1.0 cu. ft. for every 15 inches
15 linear inches - letter = 10cu. ft
12 linear inches - legd = 10cu. ft
FRC box = 10cuft.
90-100 16 mm redls (100 ft.) microfilm = 1.0cu. ft.
10,000 microfiche = 10cuft.

Q Edtimate annual growth rate (e.g., 1 cu. ft per year).
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CHECKLIST #2: RECORDS CLEANUP

Once you have completed your records inventory, you can analyze the results and begin to sort
the materiads in your offices and file rooms. Using your inventory worksheets, you will be able
to identify:

. Records that need to be kept and moved to the new space;

. Inactive materials that can be retired to the FRC,;

. What can be recycled or destroyed.

The purpose of this checkligt isto give you alisting of the stepsto follow as you sort and
prepare your materids for the move.

d Separate records and nonrecords.

Persond papers, duplicate copies of publications and forms, and technica reference
materia should be separated and kept apart from officid records.

4 | dentify: v Duplicate records v Related records
v Missing files v Fragmented records

Q Determine which records are inactive and due for disposal.

Do not discard records without making sure they are scheduled for disposa according
to approved EPA records schedules.

Determine which records are inactive and due for retirement to the FRC.
Determine which records are active and need to be moved to the new location.

If your office is reorganizing, determine which records need to be sent to which unit.

o U U U

Organize aclean-up day (or days).
v Obtain appropriate records schedules.
v Order supplies:

FRC boxes

Recycling barrels

2-inch grapping (filament) tape
Black fet-tip markers
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Weed superseded or obsolete items from your technica reference materid.

d Arrange for witnessed destruction of records containing sendtive information (e.g.,
confidential business information (CBI), Privacy Act information, or enforcement
sengtive information).

Q Recycle or destroy records as authorized by the records schedules.

d Prepare inactive records for retirement to FRC. See“Checklist 3: Retiring Records to
the FRC” included in thistoadl kit.

Q Pack materids to be moved to the new space and assign location numbers to the boxes
or carts and the space plans. Include:

v Active and inactive records to be moved to centralized records storage;
v Active records to be moved to work stations;

v Technicd reference maeid;

v Duplicate copies of publications and forms.

Q Arrange for boxes or carts to be moved.

After the move...

Q Unpack and organize materias in the new space per the predetermined plan.
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CHECKLIST #3: RETIRING RECORDSTO THE FRC
Part 1 - Records Schedules

Before you can retire any of your records to FRC, you need to be sure they are covered by an
approved records schedule.

EI Check the records againgt the records schedules.
[http:/Amvww.epa.gov/records/policy/schedul efindex.htm]

| If you can't find the gppropriate schedule(s), contact your Records Liaison Officer
(RLO) or the NRMP.

A records schedule is the document which provides mandatory ingtructions for what
to do with records (and nonrecord materials) no longer needed for current business. It
details how long records are to be kept in the office, if and when they are to be retired
to the FRC, and if and when they are to be transferred to the Nationa Archives.

A ligting of some of the most common Agency-wide records schedulesisincluded in this
checklist. Some of the retention instructions have been abbreviated (e.g., records thet are
microfilmed). Check the official schedulesfor more detail.
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List of Commonly Used Schedules*

Description Retention EPA Agency NARA Number
Number File
Code
Congressiona Correspondence Bresk file & end of Congressona session; 132 CORR N1-412-94-2/19
bring forward active materids. Keepin
office a least 1 year after file bresk, then
retireto FRC. Destroy when 5 yearsold.
Correspondence - Controlled & Breegk file a end of year; bring forward 141 CORR N1-412-94-2/22
Major active materias.
a1). Higher leve offices - Record a(1). Keep 1 year after file break, then
copy retireto FRC. Transfer to NARA in5
year blocks when most recent record is 20
yearsold.
a2). Higher leve offices- All a(2). Keep until no longer needed, then
other copies destroy.
b. Divison Directors & other b. Keepin office 1 year, then retire to
personnel FRC. Destroy when 10 yearsold.
Correspondence - Genera Breek file a end of year. Keepin office at 127 CORR N1-412-94-2/18

least 1 year, then retireto FRC. Destroy
when 5 years old.
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Description Retention EPA Agency NARA Number
Number File
Code
Directives & Policy Guidance 007 DIRE N1-412-94-2/4

Documents Issued by Specific
Programs & Regions

a(1). Published - Record set

a2). Published - Reference set

a(3). Published - Background
materids and drafts

b. Unpublished

a1). Break file upon issuance or
publication. Retireto FRC at file bresk or
when superseded. Transfer to NARA in5
year blocks, 20 years after file break.

a(2). Bresk file upon issuance or
publication. Destroy when no longer
needed or superseded.

a3). Break file upon issuance or
publication. Retireto FRC &t file break or
when superseded. Transfer to NARA in5
year blocks, 20 years after file break.

b. Bresk file upon decision to not publish.
Keep in office 3 years, then retire to FRC.
Destroy 10 years after file break.
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Description Retention EPA Agency NARA Number
Number File
Code
Find Deliverables and Reports Break file upon completion of project. 258 CONT | N1-412-94-2/37
or
a1). Programmatic or misson a1). Keepinofficeat least 1 year after SURV

related - All programs except
Superfund dte specific

&2). Programmatic or misson

related - Superfund Site specific

b. Non-programmatic or
adminidrive

file break, then retireto FRC. Transfer to
NARA 20 years after file break.

A2). Keepinofficeat least 1 year after
file break, then retireto FRC. Destroy 30
years after file bresk.

b. Kegpinofficeat least 1 year fter file
break, then retireto FRC. Destroy 7 years
after file break.
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Description Retention EPA Agency NARA Number
Number File
Code
FOIA Requests Files Bresk file a end of each year. 030 FOIA GRS 14/11

a(1). Correspondence and
supporting documents - Granting
access

a(2)(@). Responding to requests for
non-existent records; to requestors

who provide inadequate
descriptions, and to those who fail
to pay fees - Request not appeded

a(2)(b). Request appeded

aA3)(a). Denying accessto dl or
part of the records requested -

Request not appealed
a(3)(b). Request appeded

b. Officid file copy of requested
records

a(1). Dedtroy 2 years after date of reply.

a(2)(a). Destroy 2 years after date of
reply.

a(2)(b). See EPA 032,

a(3)(a). Destroy 6 years after date of
reply.

a(3)(b). See EPA 032,

b. Dispose of in accordance with the
approved dispostion ingructions for the
related records, or with the related FOIA
request, whichever islater.
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Description Retention EPA Agency NARA Number
Number File
Code
Office Adminidrative Files Bresk file annudly; bring forward active 110 ADMI GRS 23/1
materias.
a. Record copy a Destroy when 2 years old or when no
longer needed.
Supervisor’'s Personnd Files 122 PERS GRS 1/18
a Supevisors personnd files a Review annudly and destroy
superseded or obsolete documents, or
destroy file rdating to employee within 1
year after separation or transfer.
b. Duplicate documentation b. Destroy when 6 months old.
Program Development Files for Break file annualy; bring forward active 143 PROG N1-412-94-6/2
Headquarters Offices materids. Keepin office a least 3 years,
then retireto FRC. Transfer to NARA in
5 year blocks when most recent record is
20 yearsold.
Program Development Files of the Bresk file annudly; bring forward active 126 PROG N1-412-94-4/3

Regiond Offices

materias. Keep in office up to 3 years,
then retireto FRC. Transfer to NARA
when 15 years old.
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Description Retention EPA Agency NARA Number
Number File
Code
Program Management Breek file annudly; keep in office at least 006 PROG N1-412-94-2/3
1 year.
a Hed by Divison Directors and a Retireto FRC. Destroy 10 years after
higher leve offices file bresk.
b. Held by Branch Chiefsand b. Retireto FRC. Destroy 5 years after
other personnel file bresk.
Reading & Chron Files See Trangtory Files 167 Not Not gpplicable
applicab
le
Rulemaking Committees Break file when committee superseded or 518 COMT | N1-412-94-2/47

a Published regulations, etc.

b. Unpublished regulations, etc.

canceled.

a Keepin office up to 5 years, then retire
to FRC. Transfer to NARA 20 years after
file break.

b. Keepin office up to 3 years, then retire
to FRC. Destroy 10 years after file break.
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Description Retention EPA Agency NARA Number
Number File
Code
Calendars, Schedules & Logs of 111 ADMI N1-412-94-2/17
Daly Activities
a Higher levd officas a Bregk file when officid leaves office.
Keep current plus 1 additional year, then
retireto FRC. Transfer to NARA 20
years after file bresk.
b. Other officds b. Break a end of year. Keep in office 2
years, then delete or destroy.
¢. Routine materids Cc. Break at end of year. Destroy when no
longer needed.
Suspense Files 166 ADMI GRS 23/6
a Note or other reminder to take a Dedtroy after action taken.
action
b. Fileor extracopy of outgoing b. Withdraw when reply received. If
communication extra copy, destroy. If file copy,
incorporate into officid files.
Technicad Reference Materid Destroy when obsolete or superseded. 008 TECH Not applicable
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Description Retention EPA Agency NARA Number
Number File
Code
Time & Attendance Records Break file at end of pay period. 276 PERS
(for offices other than Financiad
Management Divison)
a. Source records a Keepinoffice 1 year after file bresk, GRS 2/7
then destroy. (Itema)
b. Input records
b. Destroy after GAO audit or when 6 GRS 2/8
years old, whichever is sooner. (Item b)
Trangtory Files 167 ADMI GRS 23/7
a Documents of short-term a Destroy when 3 months old.
interest
Generd Travel and Trangportation 121 FINA
Files
a Record copy, except origina a Destroy when 2 yearsold. GRS 9/4a
travel receipts (Itema)
b. Destroy 6 years 3 months after period
b. Record copy of origind travel covered by account. GRS 6/1a
receipts (Item b)

*Thislist gives abbreviated disposition ingtructions and does not include instructions for electronic copies created with word
processing and electronic mail gpplications. Seethe officid schedulesfor details.
[http:/Amvww.epa.gov/records/policy/schedul efindex.htm]
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CHECKLIST #3: RETIRING RECORDSTO THE FRC
Part 2: Preparing Recordsfor Retirement

Once you have completed your records inventory and sorted your records, you can prepare
records for retirement to the FRC. Here are sometipsto help you.

J

|dentify the records to be retired.

v Separate records according to records schedule.

v Separate inactive records from active records.

v Separate the inactive records for each group by their closure date.

Prepare the records for boxing.

v Remove duplicate copies and nonrecord materid.

v Prepare materid for future recycling by removing plastic products (rubber
bands, inserts, notebooks, label protectors, etc.). Staples, and paper clips do
not have to be removed. Y ou don’'t need to take pressboard folders with

fasteners apart.

v Make sure dl folders are labeled with a unique, meaningful name identifying the
contents.

v Organize the foldersin alogicd order (e.g., dphabeticd, chronologica,
numerical, or in the order provided by thefile structure).

Box the records.

v Obtain and assemble new FRC boxes. Assembly instructions are provided
with the boxes.

v Pack the foldersinto the boxes. The labd's should face the front of the box
which isthe end opposite the stapled end. Do not overstuff the boxes.

v In pencil, number the boxes consecutively for each group on the front of the
box. For example, thefirst box in a set of ten would be numbered 1/10; the
second 2/10, and so forth to 10/10.

Prepare abox content list (or box inventory). Remember, the ability to retrieve the
records will depend on the accuracy of the inventory.
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v List each folder in each box according to the folder labd and in the order in
whichit is packed.

v Make sure the box number on the inventory matches the number on the box.

Contact your Records Officer for instructions on obtaining an accession number and
who should prepare the following forms:

Standard Form 135 - Request to Transfer - Federal Records Center.

EPA Form 5100-8 Facilities Service Request (headquarters) or the equivaent for your
location.

Sample forms can be found in the NRMP publication, Using The Federal Records
Center: A Guide For Headquarters Staff.

[http:/Amww.epa.gov/records'tool tool kits'usngfrc/index.htm]

[Note: If you don’'t know who your Records Officer is, contact the NRMP.]

v Send the forms to the appropriate office for gpproval.

v Make copies of the approved SF 135 and box contents list for your files.

Prepare for shipment. [See Using the Federal Records Center for more detailed
indructions]

v Once approval is obtained, write the on number and box numbers on
the front of the boxesin the gppropriate places with a black felt tip marker.

v Place one copy of the box content list and the approved SF 135 in the first box
of the accession and fold in the top flaps of the boxes. Copies of contents list
should be placed in each box.

v Be avallable when the Facilities staff comes to remove the boxes for shipment.
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CHECKLIST #4: SPACE PLANNING
Part 1. Effective Use of Space

Once you have completed your records inventory and sorted, retired, and purged your records,
you will know how much materia needs to be moved to your new space.

Here are some tips on how to plan for the most effective use of your new space.
Q Consder these issues when determining where records should be located:

v Usage - Who will use the records, how frequently, and for what purpose? Are
there multiple users?

v Security - Records with restricted access or valuable records requiring specia
protection may require specia placement and equipment.

v Suitability of space - Some records may require specia storage conditions such
as temperature or humidity controls.

Q Would your office benefit by centrdizing files? Centraizing the right records at the right
places can have the following advantages.

v Better use of personnd
v Better documentation
v Streamlined operations
Q If you have or will have a centraized storage area, determine the location of:
v Active records
v Inactive records
v Technica reference materiad
v Duplicate publications and forms
Q Pan space to dlow for exigting materids plus growth. The person who does thefiling

can probably tell you how much thefiles grow in amonth or ayear. Also, takeinto
account the records you will retire at the end of the year.
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Determine what will be maintained dectronicaly and who will be responsble for
maintenance:

v Records
v Publications
v Forms

Order the appropriate equipment or verify that the appropriate equipment has been
ordered. Seepart 2 of this checkligt, “ Choosing Filing Equipment”.

Determine which materias will be maintained in which equipment.
Do you need to plan for a“reference ared’” where people can review files?

Do you need to plan for a*staging area’” where records can be prepared for filing,
retiring, microfilming or scanning?

Do you need to plan for space for computers and barcoding equipment, microfilm
readers, or other specidized equipment?

Arethere dectricd and telephone outlets for the equipment?

Is there sufficient space and gppropriate equipment for storing oversize items such as
maps and nonpaper items such as videotapes and dides?
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CHECKLIST #4: SPACE PLANNING
Part 2. Choosing Filing Equipment

Sdection Criteria

Compatibility

Accessibility

Cost

Security

Site

Equipment should be compatible with the Sze and formet of the
materias to be stored.

And supplies should be compatible with the equipment (for
example, use Sdetab foldersfor laterd sheving).

Equipment should be easily accessible and located near the
users so they don't need to go too far to get their records.

There needs to be sufficient room for people to access the
materids safely.

Take into account theinitid cost, maintenance, repair, and
operating costs for the equipment, and cost of accessories and
supplies. Also consider codts of converting to a different
sysem.

If moves are frequent, include cogts for moving (and in some
cases, dismantling and reassembly).

Non-standard supplies may be needed for proper use of
equipment.

Specid equipment such aslocks or fireproof cabinets may be
needed for vita or confidentia records.

Certain types of equipment will require reinforcement of the
floor to handle the weight.

Very sensitive records may need to be secured in areas with
locked doors or limited access.

Amount of aide space will vary with type of equipmernt.
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Standard Equipment

On the following chart you will find descriptions of the four most common types of equipment,
with advantages and disadvantages.

In addition, you will find there are other variations such as vertica cabinets which rotate like a
“lazy susan” (dso known as Times 2sor x2s) and laterd cabinets which move from sdeto
Sde, instead of back and forth.

Also, while many of the types of equipment listed above can be tailored to hold nonpaper
materids, thereisawide variety of speciaized equipment.

Specialized Equipment

Large callections of maps, blueprints, charts, and drawings can be more efficiently stored in
cabinets with:

v Horizontal drawers where the documents lay flat.

v Verticd drawers where the documents are suspended vertically.

v Cabinets or boxes with pigeonholes which accommodate rolled documents.
Magnetic media (disks and tapes) can be stored in a variety of types of equipment. Security,
gturdiness, and environment (temperature and humidity) are important criteria when choosing

this type of equipment.

Microform storage dso comes in many styles, both automated and manua. Microforms can be
housed in cabinets, binders, panels and trays. Environment isimportant in this case aso.



Types of Filing Equipment

Folders are placed verticaly,
front to back, with top tabs.

Minimum supply problems.

Equipment Type Advantages Disadvantages
Standard drawer cabinets- | Suitable for smdler More timeisrequired to
These are the traditiona collections. retrieve and refile folders
verticd cabinets with one to since drawers must be
five pull out drawers. Rdaively easy to move, opened to gain access.

Only one drawer can be
accessed at atime.

Limited adaptability to
nonpaper materias.

Requires additiona space
when drawers are extended.

Difficult to read foldersin
back of drawersand in top
drawers of 4 and 5 drawer
cabinets.

Open shelves - Stores
records on open, horizonta
shelves. Folders are placed
verticdly, arranged in rows,
from one sde to the other,
with side tabs.

Shelves do not extend into
ades

Can be stacked higher than
standard cabinets.

More than one person can
access at atime.

Easly adaptable to color
coding, bar coding, and
computer based tracking
systems.

Usudly less expensve than
drawer cabinets.

Rapid retrievd and refile.

More difficult to move than
drawer cabinets.
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Equipment Type

Advantages

Disadvantages

Laterd filing equipment -
Stores records in same way

as open shelves. Drawers or
shelvesrall out or extend
forward.

Can be designed to have
drawers, or shelves (which
roll out or are Sationary), or
to handle elther suspension
or regular folders.

Can be equipped with doors
and locks.

Adaptable for nonpaper
materids.

Only one drawer or shelf can
be accessed at atime.

Drawers or shelves may be
pulled out into aidesfor
access.

Mobile shelving - Shelves
move dong atrack ether
horizontally or rotate
verticaly like aferriswhed.
May be manualy operated
or powered.

Can often double amount of
storage space since there are
few permanent aides.

Reduces time required to
walk to search for materids.
In the case of vertical power
files, for example, the
gppropriate shelf is ddivered
to the operator based on the
operator’s eectronic
command.

Can be equipped with locks
on shevesand aidesto
improve security and limit
access.

Easly adaptable for
nonpaper materias and other
gpecia needs such as
temperature and humidity
controlled conditions.

Requires more floor load
capacity (ability of the floor
to bear the weight of the
equipment fully loaded).

May have to walit to access
desired area until aparticular
adeisavaladle

More expendgive than other
types of equipment.

If your equipment is
powered by eectricity and
the power goes out, you can
not access your materials.

36




SAMPLE RECORD INVENTORY FORM

From the OARM Records Management Study
NONSHADED AREA COMPLETED BY RECORDS HOL DER/SHADED AREA COMPLETED BY PROJECT TEAM

Date Phone Name

Office Division Branch Room

Title Location: [ Work Station [ File Station
U Both

Purpose (Legal Requirement and/or reason records were created)

Description (Refer to instructions on back - the description must be comprehensive.)

Contains the following kinds of documents (Check all that apply)

1 Office Administrative ( Grants & Support Agmts* U Interagency Comm
1 Program Development [ Training (given) Materials ( Legal*

QO Contract Information* (1 Regs/Legs Q Investigation*
U Policies/Procedures/Directives

U Technical Reference

1 Program Management
U Contract Deliverables
1 Original Signed Documents* 1 Personal Papers

Are these convenience copies for your reference only? U Yes U No
If yes, who has the official copy?

Start
End

Current
Annual

Estimated volume
(in Linear Inches)

Date Range

How long is this material needed for administrative use? For legal reasons (if known)?

SHADED AREA TO BE COMPLETED JOINTLY BY EMPLOYEE & PROJECT TEAM
CHECK ALL THAT APPLY

FILE INTEGRITY FINDING AIDS FILE CONTROLS DUPLICATION

U File breaks U None Access U Open U Closed U Origina

U Missing documents U Shelf list Locks dYes U No U Copy U Signed Copy

U Related files elsewhere U Fileplan Staff UYes U No U Official

U Other Trainedd Yes U No U Other copy locations:
Written 1 Yes U No UinDept Win OARM
Policy/Procedures QinEPA O outof
EPA

MEDIUM ARRANGEMENTS LEGAL STATUS STORAGE

U Paper A Ltr ALg O Subject U Official O Latera

1 Microform Q Chron 1 Supporting files O Vertical

4 On-line QO Alpha/numeric 1 Working papers 1 High density

U Diskette 4 Alpha 1 Reference materia 1 Book shelf

1 Audiovisual O Numeric U Personal papers O Box

1 Maps/Drawings by: 1 Convenience copy O Desk drawer
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CUTOFF RESTRICTIONS
1 End of year QO On clean up days Q4 vita Q Confidential
1 Periodically 1 Never purged 1 Subject to audit Q Archival
1 Other U Publicdisclosure (A Required 1 Prohibited
Revised 10/31/94 Control #R-
Instructions

Complete an inventory form for each recordsgroup. A records group or “series’ is defined as file units or other
documents arranged according to afiling system or kept together because they relate to a particular subject or
function, result from the same activity, document a specific kind of transaction, take a particular physical form, or
have some other relationship arising out of their creation, receipt or use, such as restrictions on access and use.

Date, Name, Office, Division, Branch and Phone: Self-explanatory.

Title: Each series should be given atitle for brief reference. Examples: genera correspondence, EPA forms, leave
records, office administrative files, etc.

Purpose: Self-explanatory.

Description: Each description should contain enough information to show the purpose, use and subject content of
therecords. Follow these guidelines:

@) Avoid emphasizing form numbers, especially when describing casefiles.

(b) Consider combining into a single inventory item a number of very small series of temporary
recordsif they serve the same function and/or are proposed for the same retention period.

(© Avoid terms, such as “miscellaneous’ or “various,” that add nothing to the description.

(d) Give special attention to describing potentially permanent records, because NARA requires more
detailed information on them.

Volume: Indicate the volume of recordsin linear inches. NARA requires agencies to give volume figures of records
proposed for permanent retention and also for nonrecurring records proposed for immediate destruction.

Annual Growth: Estimate annual growth for each seriesif the records are current and continuing. NARA requires
agencies to furnish the rate of growth of such records proposed for permanent retention but not those proposed for
disposal. If growth isnot expected, indicate “none.”

Date Range: List the earliest and latest dates of the records in each series. If the seriesis till being created at the
time of the inventory, indicate the latest date by the designation “to date” or “to present.”

Disposition Authority: Enclosed in this packet isalist entitled “EPA Approved Disposition Schedules’. Please
review thislist carefully. Match your recordsto arecordstitle on thelist (if you can) and indicate the number. If the
purpose or use of the records has changed, please explain what the changeis. Example: regulations now mandate

the files be maintained where before you kept them for administrative purposes only. Conversely, laws no longer
reguire the files be kept, but you are still keeping them for reference.

38



SAMPLE ELECTRONIC SYSTEM INVENTORY FORM
From the OARM Records Management Study

Date Name Phone
Office Division Branch Title
System Name Acronym and/or # Program Supported

Purpose (Legal Requirement and/or reason system was created)

Main Subject Description (Refer to instructions on back...The description must be comprehensive)

This system contains the following kinds of documents (Check all that apply):
U System data ( System documentation ( System development L Operation/Mtnc U Input source data

System Managers Name Office
For development documentation
For systems documentation
For operation/maintenance material
Hardware Software
Date Range Record Vaue
U Fisca U Administrative
Start End ULlegd Q Historical

Disposition Authority (if known)

Disposition Recommendation

Approved schedule #

User Requirement

Has purpose / use changed since schedule was

approved?

U No QYes Ifyes Explan

Lega Requirement (if known)

Possible schedule number(s)

OTHER RECORDKEEPING REQUIREMENTS

Check all that apply

Restrictions Duplication Major Output Frequency Documentation

Jdvid 2 Origind 0 Reports Q Dally Q Onvine

1 Confidential Q4 Copy

1 Subject to audit Q Copy locations: O Tebles d Weekly U Hard copy

Q Archival Q In Dept U Charts O Monthly # volumes

Q Public Disclosure J In Agency O Publication Q Yealy # copies
! Required Hin 0ARM Q Other: Q Other; # locations
Q) Prohibited 1 out of Agency
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Update cycle: Superseded information saved: A No  ( Yes

Information transferred to other systems: A No U Yes (if yes, what systems):

Control # E- Revised 10/31/94

An electronic or “information” system is the organized collection, processing, transmission and dissemination of
information in accordance with defined procedures. It includes the inputs and outputs that are generated, as well
astheinformation on electronic media. The system may contain budgetary, fiscal, social, economic, scientific-
technical or program-related data and information, operated in support of agency programs and management
responsibilities.

The Agency’ s concern is with the government information in the system, i.e., information created, collected,
processed, transmitted, disseminated, used, stored, and disposed of by the Federal Government. Examples of
electronic systemsinclude: Audit Tracking System, ADP Budget Planning System, and Contract Payment System.
Examples of what are NOT electronic systems include: word processing memos and Freelance Graphics
presentations.

INSTRUCTIONS

Complete an inventory form for each electronic system. NOTE: Only one form should be completed for multi-user systems. The
person who maintains responsibility for the system should complete the form.

Date, Name, Phone, Office, Division and Branch: Self-explanatory.
System Title: The commonly used name of the system.

Acronym: The commonly used acronym of the system.

Program Supported: Self-explanatory.

Purpose: The reasons for and the requirements met by the system.

Systems M anagers: Indicate al persons designed as back-ups, and/or the names and offices of the person(s) who can provide
additional information about the system and the program it supports.

Authority: Indicate the laws, directives, etc. which authorize the system.

Main Subject Description: The description should include the following information:

(a) Sources of data: The primary sources or providers of datato the system [e.g., broadcast license holders, corporations
doing businessin the U.S.]. Does this system receive information from other systems, either from within or outside your
agency?

(b) Information content: The principal subject matter, data coverage, update cycle, whether the system saves superseded
information, major characteristics of the system, and whether the system contains microdata or summary data.

(c) Outputs: The principal products of the system [e.g., reports, tables, charts, graphic displays, catalogs, correspondence]
and an indication of the frequency of preparation. Isinformation from this system transferred to other systems?

Hardwar e, Software: Self-explanatory.
Disposition Authority: Enclosed in this packet isalist entitled “EPA Approved Schedules’. Pleasereview thislist carefully. Match
your electronic system to atitle on the list (if you can) and indicate the schedule number. If the purpose or use of the system has

changed, please explain what the change is. Example: regulations now mandate the files be maintained where before you kept them for
administrative purposes only. Conversely, laws no longer require the files be kept, but you are still keeping them for reference.
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